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Nepeimoss

IMociouux “The Essentials of Editing” («OcmoBm pepgary-
BAHHA») MICTUTE CHUCTEMATH3OBAHMMA BHEKNAN HABIAILHOI'O
MaTepiany i € CKIagoBOI0 IPOrpPaMM HABYAILHOL IHCLIMIIIHI
«JleperragapKii aHT3 TEKCTY» A CTYJEHTIB 32 HAIPAMOM mim-
rotopku 6.020303 «@inonoria (Tlepexnan)» ramysi zaade 0203 —
TYMAHITADHL HAVIL

HapuanpHyi MOCiOHIK OpieHTOBAHMM HA 3/4-H PIK HABYUAHHA
cTypenTin-(hinonoris. Marepiany BUAAHHA MOXYTs OyTH BUKODH-
CTAHI TIPH BUXIAJ2HHI IHIMUX AHCUMIILH, JOTHIYHMUX O 1HO3EM-
HOi (pimomorii (aHInificeka MOBZ) T4 HNEPEKIANO3HABCTBA. PO3aUIH
(Units), Mo OXOIUIOTE OfHY TEMy HifDYYHHKL, MAIOTh TAKHUH
3MICT: H43B4 PO3[LTY, KIIOYOB] CIOBA B OPHUTiHAM T4 YKPATHCHKOMY
nepexnagi; TEKCTOBA YACTHHA PO3IITy — KOHCIEKT BignosigHOl
el IePETiK 3aMWT4Hb IAPANTOBIHOTO DIBHA 3HAHE; IPAKTUYIH]
3ABJAHMA T2/260 TECTH; CIHCOK PEKOMEHZOBAHOL ITEPATYPH.

“The Essentials of Editing” sipnosigae 6430BMM BUMOIdM HABYAIb-
HOI muctmuniad  «OCHOBM pPemaryBaHis  (AHIVIIACEKA MOBA)».
[IponoHoBaHe BUAAHHA JEMOHCTPYE BAMIUBY DOIL DEIAKIIIHO-
BHIABHHYYX BHMOT IPH MiaroTosHi (paxosoro nepexnanayda, Jlanmit
KypC € OprafivHoio YACTHHOIO HPOLECY NEPERIay, AKX BIUIO-
yae 1) JouepexnafaupKiai aHaNi3 TEKCTY; T4 2) BIACHE IICPEKIa.
Pefarypadtsa TEKCTY € TPETHOIO, 32BEPIIAILHOI0 AHKOI PO6OTH
npodecifinoro nepexnagaya. TOX CKI4IHO OEPECOUIHUTH 3HAYy-
HiCTE i€l HABYAIEHOI TUCHHTUTIHE IPpH (POPMYBAHH] HePEKIagaTh-
KUX HABUYOK T4 yMiHe, “The Essentials of Editing” € imrerparusHuM
BUIAHHAM, HOBA32aHUM i3 Kypcamu <«Teopii Ta HPAKTUKA OEpe-
Krany» 12 <[ lepernafatpKoro 2HAII3Y TEKCTY». 3rifHO 3 BUMOTaMHU
RiI0901 HpOrpaMH, TOCIOHHUK nependadde 3aKPIrIeHH JOCBITY CTY-
MEHTIB yCix HONEPEIHIX POKIB HABYAHHS; MAKPeCTIOeThC HeoOxi -
HICTH VIOCKOHANCHEA HAOVTHE Ha TIEPLIOMY, JPYTOMY Ta TPETEOMY
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Kypcax NEeperIaganbKix HABAYOK T4 PO3BUTKY NEPEKIATATBKIIK
YMIHD,

Bupanss “The Essentials of Editing” aymorneno npodeciri-
HOIO 3HAUYIICTIO 3HAHb, BMIHE T4 HABWIOK 3 NEPEKAATO3HaBCTBA,
SHaqgHe MiCIe Y NOCIOHUKY BiIBENEHE PESATYBAHHIO TEKCTIR 3TN0
3 KAHPOBO-CTHMICTAIHOIO JOMIHAHTOIO,

OCHOBHI 32729i, IO CTOATE NPH BUBYCHHI PEHATYBAHHA
AHTIOMOBHOTO TEKCTY, L€ OTPHMAHHA CTIYISHTAMH TEODEeTHY-
HIX 3HAHE 3 OCHOB PENATYBAHHA T2 iX HPAKTUYHE 3ACTOCYBAHHA
i ¥ac OOPOSKH TEKCTis NpK HAIHCAHHI 260 Nepexnanl aHTrii-
ChKOIO MOBOJO. “The Essentials of Editing” naguae crymesTin pema-
TYyBATU AHIVHUCEKL TEKCTH y IUCEMHIR QOpMi; yHOCKOHAMIOE
HABMYKH IHTEpHperanii TEKCTiB; 3aCTOCOBYE CY4aCHY KyAbTyPO-
noriany iHpOpMayiio y npodeciiiil niansHocTi; BUNTh BUKOPIC-
TOBYB2THU BAACHWH NOCRIZT OBONOSIHIA IHIHOMOBHIM MOBIEHEIM
Y DEPEKIZAAIbKO-PENATYBANBHIN TIANBHOCT]; JOTTOMATAE BUSABAITH
T4 PEAATYRATH HOMWIKH 34 BCIMA THNAMH — JOTTYHWMM, KOMIIO3¥-
LUAHWMY, JIEKCHKO-TPAMATHYHHMKA, CHHTAKCHIHWMHI T4 MOPRO-
JIOTIHITMIA

BirsimicTe marepianis mociGHuka MiCTHTE YOOPAKKOBAHI 3HAH-
HA 3 MHIBICTHKM TEKCTY T2 BiFOMOCTI CYYaCHOI pelaKTOpCHKOL
pOGOTH. ABTODKA BUIAHHS 30CEDPEIKYE YRATY YUTAEA HA MOBHO-
CTHHCTHIHAE OCOOGNMBOCTAX NPOLECY PENATYBAHHSA T4 KOHKPET-
HEX METONAX PERAKTOPCHKOI JOIIOMOTH NPpY POBOTI 3 TEKCTAMH
aHTTHACEKOIO MOBOO. KpiM Tpamumiinux murans MPAXTHKA pefa-
ryBaHRg (TpygHOIi mepemaul dpazeonorismie, apxaizmis, Heo-
JOTi3MiR; KANMDKYBAHHA T2 GYKBANI3ZM), HH3KA DO3xiniB BHCBITIIOE
Takl COETUMIYHT TeMH AHIVIOMOBHOTO PEAATYBAHHT, TK FODHEH]
T2 CTHYHI ACHEKTH DEJAryBANbHO-BUAABHUUOL CIPABH, CY44CHE
peparysannA Teopis ekcnipa ta MaibyTHE Nepernafada-peiak-
TOPA.

Uni .
BASIC NOTIONS OF EDITING

ey Words
editing — pedazysarina
publishing — sudasHuqa cnpasa; sudania maopy
chief editor — zos0eHwl pedaxmop
executive editor —— eukonaayull pedaxmop, sam. ped.
editor-at-large / contributing editor — pedaimop 3 ocoérusux dopyueHs
commissioning editor — sidnoeidanerud, sunyckoauii pedakmop
copy editor — pedaxmop
sub-editor — nomivHux pedakmopa
layout or design editor — @idnoaidanshuti 3a dusadiy
proofreader — ropexmop
brief — caodka, peatome, nidcymox
revision — nepeznad, nepepobka
Newsroom -— efdoin Hoaus

LECTURE NOTES

You are editors from your childhood.
tiditing is the process of selecting and preparing written, visual,
audible and film media used to convey information. The editing
process involves;
* correction
* condensation
¢ Oorganization
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« other modifications
in order to produce a correct, consistent, accurate and complete
work.
Editing is about clarity, credibility and making life easier for your
audience,

The editing

f

il

TOCess

§

pr

The editing process begins with the author’s idea for the work
itself, continues as collaboration between the author and the ediior
as the work is created.

So, editing involves:

o creative skills

e hurnan relations

» precise set of methods.

Editors

Editors in mass media market manage information and make
sure stories are told well. They think about the big picture and, when
the time comes, they bring that picture into sharp focus.

Editors don’t often get much atiention, probably because
the title has so many meanings and the people who hold it nsually
work behind the scenes.

1. Copyeditors check andimprove completed stories and write
headlines for them. Their duties range from checking facts, spelling
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and grammar to handling major revisions. Many copy editors also
create briefs, which are soaring in importance in all media.

2. Designers and layout editors creaie pages, graphicdisplays
and World Wide Web pages with strong visual appeal. Sometimes
copy editors are likely to double as designers and layout editors.

3. Multimedia producer / content producer / online editor
in charge of reworking print, audio and video news materials
for presentation on a Web site. They are responsible for keeping
the site updated, using its interactive resources, and presenting
and archiving news matter that may not fit traditional print and
broadcast formats. Multimedia producers atre in great demand.

4. Copy chief editor / news editor manages the copy desk,
design and layout staff and online operations. The copy chief or
news editor needs several years’ experience in editing,

5. Desk editor / assignment editor / bureau chief supervise
desks or teams of reporters, photographers or specialists. Desk
and assignment editors organize NEWSIOOm resOUrCes and assist
reporters in creating their stories. Editors in all these jobs need
substantial experience. Desk and assignment editors organize
resources and assist writers in creating their stories.

6. Public editor / reader representative / ombudsperson
represent the interests and concerns of the news audience. Some
public editors are supetvisors. Others handle complaints and
explain controversial decisions.

7. Managing editor oversees the entire newsroomnm, supervising
(lesks and departments. They are atmost always veteran editors with
sure judgment and strong organizational and leadership skills.

4. Fxecutive editor / editor in chief is a top executive,
(he person in charge of all phases of newsgathering, planning and
Administration. Executive editors usually have extensive experience
I reporting and editing as well as training in management, budget-
[ng and administration.
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- Editing skiils

Editing offers a sense of structure and precision that other cormn-
munications jobs might lack. The editing profession helps become
a more detail-oriented persor.

Editing “is a good base to prepare a person for other jobs in com-
munications... It gives a person a sense of leadership and good writ-
ing and project-management skills that are essential to advancing
in any communications-related field”.

An editor’s first commitment is to accuracy as well as to pure
objectivity, balance, fairness and perspective. Translators benefit by
knowing how editors think and applying those lessons to their own
jobs. Translators become editors every time they revise their own
work. By developing a professional editor’s language and design
skills, they are sute to improve their craft, Writers who are good
self-editors earn 2 high degree of trust from their editors.

They

& youth movement in editing

Editing has been often depicted as a job for older, more
experienced people. But thereisa growingbelief thatin the changing
world landscape, young editors can bring crucial ingights and energy
into the editing process. They can bring fresh creativity and they
often think outside the established box.

Many experienced editors agree. Also in every market and
medium nowadays, strong computer and Web skills matter. Entry-
level editing positions ate widely regarded as starting poinis for
rewarding management careers. That’s because good young editors
and producers develop the very qualities required everywhere:
sound judgment, a range of technical skills and an ability to work
with and motivate others.

Unit 1 @ BASIC NOTIONS OF EDITING 9
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What edifors do and why it matiers!

Editingisoften aninvisiblejob, Thejob title carries manymeanings.
A core group of skills, attitudes and values links editors together
despite the technical differences. Contemporary editors share
a single purpose: to get reliable, compelling news and information
from the people who collect it to the people who need it.

Editing as a technical process consisis of three steps: revising,
the very editing and proofreading,

b o)
e
g
b

m@g
st
ey

Once the first draft of the text is written, it is time to get the plece
ready for a reader — the job of revision begins. There are rough
spots, gaps, errors, and lots of things that are not working, but it is
raw material that can be transformed into something that satisfies
the writer and engages the reader. This process of reworking is
lknown as revision.

The word revision (re-vision) means “seeing again”. The revision
process calls upon writers to look again at their work. And because
revision marks the point when writers cross the line from writer-
hased to reader-based activity, revision involves us in seeing our
wortl from the reader’s point of view. This is the time when writers
worl to get their writing ready for a reader, the time when writers
tulee their first draft and shape and refine it.

The following two suggestions are practical steps to revise a text
properly:

| Alter completing a first draft, writers should leave their work
for n pood chunk of time — several hours at least, 2 dav or more if
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possible. In fact, the longer the writer can stay away, the better. This
distancing is important because while generating ideas, outlining,
and drafting, we become very close to our work. We have so firmly
in our minds what we want to say, that is what we see on ihe page —
whether it is there or not. We know what we mean so well that
we may not recognize when we have failed to clarify an idea for
a reader who does not have the same awareness. Distancing is also
important because the time you spend away provides a necessary
transition that will help you make the very important shift from
writer to readet.

2. As you are revising and viewing your work from your reader’s
point of view, your chief concerns should be content, organization,
and effective expression. You should take a hard look at your first
draft to determine whether you have met your reader’s needs
by expressing your ideas clearly, by providing enough detail, and
by avoiding irrelevant detail. You should examine your work to be
sure your organization is logical and effective and to be sure each
idea flows logically from the one before it. Finally, you should
evaluate the effectiveness of your sentences to be sure you create
the effect you are afier.

Sl

§ it g v or
Loring asal

L5
s

spbirss Beswrer Bty
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When you edit, you are looking for mistakes — mistakes
in grammar, usage, capitalization, punctuation, and spelling, Editing
is a reader-based activity because readers expect writing o be error-
free. Writers must find their mistakes because even the most tolerant
readers can grow dismayed by misspellings, lack of punctuation,
faulty subject-verb agreement, and such. This means that no matier
how good your ideas, development, and organization are, if your
work contains frequent and/or serious lapses in grammar and usage,
your reader will grow annoyed and frustrated. Your reader may
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even lose confidence in what you have to say because if the reader
questions your ability with grammar and usage, he or she is only
a short hop from questioning the validity of your ideas. Thus, etrors
in grammar and usage can alienate a reader. Furthermore, writers
must follow the grammar and usage rules because readers expect
them to. The rules are there, and it is conventional behavior to follow
them. Brezk the rules and you are behaving in an unacceptable
way. Behave unacceptably and there is a price to pay. There is really
nothing new here; you conform to convention all the time. For a job
interview, you dress well because it is expected. Show up in jeans
and a dirty T-shirt and you can expect to pay the price of making
a bad impression. In other words, grammar and usage rules exist and
serve a purpose. If we disregard thein, the price we pay is negative
reader reaction.

Editing technigues

The techniques suggested for revising can also be used
lor editing. For example, before you begin to edit, you should
distance yourself to clear your head and restore objectivity.
Iy the time you reach the editing stage, vou will be so aware
ol what you wanted to say that you may see it on the page whether
It s there or not. When you return to your work after distancing,
you will be looking for errors in grammar and usage. These errors
ciun be ol two kinds: those you have a tendency to make and those

which are just slips, It is helpful to go over your work twice to find
und edit mistakes, The first time througly, look for the kinds
ol mistakes you typically make (fragments, lack of parallelism,
o whatever), and the second time through identify and edit errors
that may have occurred due to carelessness. Because people, even
the bent of us, make mistakes all the time, editing for error is very

ot
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Proofreading

Once you have edited your writing and copied or typed it into its
final manuscript form, you ace ready to run one last check for errors
by proofreading, Proofreading is a necessary final step because it is
quite possible to make mistakes when copying or typing the edited
work into its final form. It is easy to leave a word out, lapse into
a misspelling, inadveriently add an inappropriate plural form, and
50 OfL.

Proofreading can be handled much the same way as editing,
The first step is to leave the final version for a while, for the same
reason that writers distance at earlier stages of the writing process —
to clear the head and regain objectivity. Remember, at no other
point are writers as close to their woik 2s here at the end, and 50
the tendency to see what was intended, rather than what is, is now
the most pronounced.

Because of this tendency, when you return to proof your final
copy, you must go slowly, one word ot punctuation mark at 2 time.
A quick reading through of your wotk is not proofreading. Use
your pen to point to each word and punctuation mark as you
read to keep yourself from building up speed that can cause you
to overinok an error, If you read your work aloud, run a second

check for the kinds of mistakes that can only be seen. As was
the case when you edited, look both for the kinds of errors you
typically make and for the occasional slipup. If you discover
an error while proofreading, most instructors will allow you to ink
in the correction neatly.

However, use your judgment. If you have quite a few corrections
on a page, copy or type it over. The overall appearance of your work
can affect a reader’s reaction. If you do recopy or retype a page,
remember to proof the new page for mistakes.
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Tips for editors
APPROACHING THE TEXT

Reading for language and sentence
structure

1. Is the prose clear and rhythmic?

2. Is the language precise?

3. Are sentences too long and complex for easy
reading?

4. Is there enough variation in sentence length and
structure to maintain interest?

5. Are quotations used effectively?

6. Is it always clear who is speaking?

7. Do all pronouns have clear antecedents?

8. Does the writer resort to jargon?

Proofreading
L. The most important thing; Take your time!
2. Break the process down into individual tasks.
3. Work from large blocks of the story to smaller
ones — from the big picture down to the details.

A working editor’s skills are rooted in the abilities we all develop

MW learn to communicate: being accurate, organizing what we
Sy i wrlte and making information relevant to the people we
MR ddldiensing, But specialized training is required to adapt those
phitlitlen 1o the needs of a much larger and more demanding au;jience

= i most people will ever face — the public. ’

Al e ltor's duties can vary greatly from one medium to another
s within the same workplace, Some editors work mainlywith

S, athers with graphics and visual images. 5Still others manage
‘ B et wrliers, photographers and other editors. And many
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editors handle a combination of these tasks. But editors also share
skills, attitudes and values that transcend technical differences. And
they share a common mission: to produce reliaple and compelling
texts, Bditing requires not only a background in English language
but also 2 measure of intuition — knowing what looks right or
wiong on the page — to gain a “feel” for your project’s meaning and
intention.

Our world is changing rapidly and, in some ways, radically.
A growing sense of diversity in the global culfure has expanded
(he traditional concept of information, which the Internet has
reshaped. Against this backdrop of constani change, editors must
carefully balance innovation and tradition. Even as they redefine
information in the 215t century, the next generation of editors
will need to uphold the standards of accuracy, clarity, consistency
and reliability. Those standards earn the public trust. They are
the standards by which good knowledge is ultimately measured

inanyera

CUSSION o
AND PRACTICAL ASSIGNMENTS

|, Dincnss key points of editing.
o Dieline editing,
A Disseribe varlous editing tasks and titles.
= W s of editing skills do you know?

s SRR Bebbbeaen o el why it matters?
WL Al the story in the editing process.
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@ Label cach word group as one of the following: § — for
sentence, F — for fragment, R — for run-on.

L. The conflict in the region continues, this is its seventh day.

2. He said he would do it, and he did.

3. Fiddle tucked under his shoulder, Charlie Daniels, the star
of the evening, w onto the stage. ’

|. Because the book was published in 1990.

Congratulations you've made it to the end of the first part,

It was wonderful weather on Monday the boy flew the kite
ouiside.

. I'would write poems every day if I had time.

i, Shows no improvement in any of the vital signs.

=,

-

-

—

® Circle the correct answer.

One of the three never (smiss / misses) a deadline.

None of the contractors (bas / bave) bid on the contract.

ach (was /were) given a choice of seats.

A Nintendo, along with two video games, (sell / sells) for $90.

(Aot 2 Vuch) of us have no idea what he’s doing,

0 The media (are /is) out in full today.

Fhe tive - member council filed (i#s / their) report this morning,

n I'SF lectured on feminist issues to (whoever / whomever) would
en

81 thin birlefcase (vour’s / yours)?

W1 wan (she / ber) who started the successful company.

& e

-

b
AL Lot you could find a better publisher than (be / bim).

W (e e There 1) two of them now.
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i3
14.
1.5
16.
17
18
19.
20
21,
22,
23

24,
23,

26.
. What will the (a#ffect / effect) be?

. The plan worked (good /well).

. She said she was going to (Jay / lie) down for a nap.

. (Set / Sit) down, and rest your feet.

. Would you (raise / vise) up for a second?

. 1 think (you're /your) sitting on my newspaper.

. (Among / Between) the three of us, we ought {0 decide.

. She is one of those people who (is / are) never too busy to see

A8,

30,

1)

(Who’s / Whose) joke is this?

({Js / We), students, should have more say in it.

Neither of the batteries lost (45 /#’s) charge.

She said she felt (pad / badly) about missing the meeting.

He is the (younger /youngest) of the three brothers.

This is where the (Peicrsens’ / Petersens) live.

That'’s (ber / hers)!

Between you and (I /me), this looks easy.

Give the information to Steve or (sne / neyself).

The City Council will hold (#s / their) next meeting Monday.

A reporter should check (bis / ber ox ber / bers) cOpPY.

(Who / Whom) did you say was the best photographer you
have?

This drink goes down (move smoothly / smoother) than that
one.

The perfume smells (sweet / sweetly).

a studernit.

. (Who's / Whose) coming?
. (Priorto / Before) the operation, she was in constant pain.
. Several of us should get together to help (each other / one

another).

The budget (composes / comprises) six parts.
What a (prejudice / prejudiced) thing to say! 1
livery reporter and editor should do (ber / bis or ber / their) park
I getting out this special election edition. ‘
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41. For Joann and (me / myself), good night.
42. If the river (rafses / rises) another foot, the road will flood.

43, The new father looked (proud / proudly) as he left the hospital
with his wife and new daughter.

44. The car ran (good /well) after I gave it a tuneup.

45. Nobody seems to know (who /whom) to call for information.
46. Presently means (mow /5001).

47. One thing (lead /led) to another,

48. She said she’d like to examine the issue (farther / furiber).

49. What do you think will be the (affect / effect) of the law?

50. That's not the way it’s (suppose / supposed) 10 be.

vl T (use /used) o enjoy skiing until I broke my leg,

® Circle the correct answer.,

L (While / Although) the panel (disagree / disagrees) now, at one
(fime that wasn’t the case,

& Wlmony / Betweern) the three of us, we can probably put together
A proposal that will com-pare favorably (fo / with) the one that
you have in your hand.

Ve was (coninced / persuaded) that he should try to (conwince /
porside) others 1o go to the seminar.

A Lhelleved (she /ber) to be (she / ber),

8 (W sy campers have it rough, but not (as /so) rough as (they /
)

B s (e her, not (be / bim) of (who / whom) we speak.
B e bl Just (laid / lay) down when the phone (rang / rung).
i .. His vane was different (from / than) the one at the museumn;

S (o /wiith) his, the museum’s looked plain.
T wonulin (clffor / suffer) from my original idea.

i ; .
| B B s 1o (account / allow) for any discrepancies,
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Analyze three web sites for copy editors and singie
out § most important tips for editing.

wwi.copydesk.org (the home site of the American Copy
Editors Society features resources, tips, contests and uizzes)

wivw. copryeditor.com (this site is from McMurry Publishing,
which puts out the Copy Editor newsletter; mosi of the site’s online
services require a paid subscription, but a sample issue is available
free)

wiw. theslot.com (created by Bill Walsh, national news copy
chief of The Washington Post, the Slot is a focused, often funny
site that offers essays, tips and general information on the copy
editor’s job)
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EDITING TOO

LS

Key Words
hurdle — nepewroda, 6ap'ep w
to win one'’s heat — esuepamu 3abiz
to atone for — cnokymyesarnu, Hadoayurmu
to stumble — cnomukamuca
to crawl — noaadamu
up-close — kpynHum naaHom
judgment call - ocotiucmicrudl, indusidyanuHul, anacHud audip
upper case / lower case — 3 genurol nimepu /3 ManeHekol aimepu

rin-on sentence — contagining 2 or more independent clauses that are not separ
by colon or semicolon (dondaxeHHs, aoamﬁmsu&) otseparated

commasplice —twoin j i 1
;-,';:{z';‘aé;ﬁ343s’;g?gafLﬁiiﬁ%ﬁ%ﬁéﬂ%ﬁ%ﬁ%ﬂ o B 6 e

modifier — aznauerua

tolon / semicolon — 880kpanka / Kpanka 3 KOMoio

tuadruple — 4 pasu

tlecimal point -— decamekasa moika / Opi6

punch — edrexmuanicme, enepzia

LECTURE NOTES

Y Hoolk Editors writes about copyediting symbols (aka marks):

“Hhe it thime you receive your copyedited manuscript, it can be
Wthinlcatng, 1t's as if the codes from The Matrix were regurgi-
el on to a Word doc. file. So seriously, what do these weird
ks atrewn all over my beautifully typed pages mean? The logic

el most of these copyediting symbols is simply to make




